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Maryland Office on Aging Housing: Multi-Family Senior Assisted Housing

Agency Division

Item
No. Description Retention

H

MULTI-FAMILY CERTIFIED MODEL FILES

A file folder is maintained for each certified Senior
Assisted Housing multi-family facility. Files contain
fully executed contracts, related correspondence such
as letters, quarterly reports, draw down sheets,
budgets, financial statements, etc. Files for each
multi-family contractor are prepared on a yearly
basis.

MULTI-FAMILY PROVIDERS FILES:

A file folder is maintained for each provider of
multi-family Senior Assisted Housing facility. A
file folder includes the annual budget, service
agreement quarterly reports of subsidies earned,
audit report and related correspondence. A new
file for each fiscal year.

Retain for
destroy

5 years then

XXXXXXXXXX LAST ITEM XXXXXXXXXXX

Retain for 5 years then
destroy
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INSTRUCT1QNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

• 8 0 - 1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

2. DIVISION

Housing

AGENCY RECORDS INVENTORY

PAC OF

J . UNIT Multi-Family
Senior Assisted Housing

DEFINITION-RECORD SERIES*A OROUP OP RELATED RECORDS NORMALLY PILED AMO USED AS A UNIT POH
REMCK AS WELL AS IWTINTIOW AND D I S P O S I T I O N punwiggi

4 . RECORD SERIES TITLE
Mult i - fami ly Cer t i f ied Model Fi les

B. EARLIEST YEAR/LATEST YEAR

1̂ 77 TO .1.990.

0. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE
•IN THE SERIES.

TYPES OP INPORMATION/DOCUMENTS/PORMS POUND
INCLUDE THE PURPOSE OR FUNCTION OP THE IIRtEl]

A f i l e folder is maintained for each cert i f ied Senior Assisted Housing multi-family fac i l i t y . Files contain
fu l ly executed contracts, related correspondence such as letters, quarterly reports, draw down sheets,
budgets, financial statements, etc. Files for each Multi-Family contractor are prepared on a yearly basis.

RECORD S E R I E S FORMAT(S)

TTER S I Z E a MICROFILM

LEGAL S I Z E • COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHER(SPECIFYJ

8 . RECORD SERIES SEQUENCE

O ALPHABETICAL

D NUMERICAL

O. CHRONOLOGICAL

If GEOGRAPHICAL By County

O OTHER(SPECIFY)

9. VOLUME

B FILE DRAWER!S)
O MICROFILM REEL(S)

2 a COMPUTER TAPE( S )
N U M B K" D OTHER{SPECIFY)

10. ANNUAL ACCUMULATION

B FILE DRAWER(S)
2 • MICROFILM REEL(S)

RCTBUT O COMPUTER TAPE! S )
O OTMFBISPFrlFyi

II FILE IS USED
O DAILY g/wEWEEKLY • MONTHLY

1 3 . CURRENT LOCATION! S ) ( BLDG. .FLOOR.ROOM)
301 W. Preston Street
Room 1004 .

12. F | L £ BECOMES INACTIVE AFTErf
S D MONTH(S) « YEAR(S)NUMBER _ Z _

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
t l P VES.^SPCCIPV /.OEKCY OR OFFICE)
D YES Or NO

IS rf,. ACCESS RESTRICTIONS • YES » NO
(IP YKS, CITE l_A«(s) » RKOUUATI ON ( •)

16. AUDIT REQUIREMENTS

• NONE W STATE O FEDERAL • INDEPENDENT

17 . I S AN INDEX SYSTEM USEDT ( | p YES.EXPLAIN
BRICFLY /AKD DMCRIBC ANY HAROVARB/8OPTWA

Q YES

'LY /AKC

s / NO

1 8 . RECOMMENDED RETENTION

Retain for 5 years then destroy.

19. NAME AND TITLE OF PREPARER

Maralvn W. Washington

20. TELEPHONE NUMBER

??s-nia

21 . DATE

4/iQ/qo

DCS 930-4 (REVISED 2/87)



IHSTRUCT1QNS- »TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
riTH RECORDS RETENTION 6OCDUU

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

Housing

AGENCY RECORDS INVENTORY

PAGE ?- OF

3. UNIT Multi-Family Senior
Assisted Housing

DEFINITION-RECORD SERIES A QROUP OF RKLATKD ECOROB NORMALLY PI LSD AND USKD AS A UNIT FOR
RKPKRKNCK A* W U A» ItCTtWTreW AND DISPOSITION M l t P n M .

4 . RECORD SERIES TITLE
Mul t i - fami ly Providers Fi les

8 . EARLIEST YEAR/LATEST YEAR

iy« TO iggn

i 6 . RECORD SERIES DESCRIPTION ( •" I B F L ' Y B««CHIBK THK TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. INCLUDE THK PURPOSE OR FUNCTION OF THK SKfTIKB)

A f i l e folder is maintained for each provider of mul t i - fami ly Senior Assisted Housing f a c i l i t y . A f i l e
folder includes the annual budget, service agreement quarter ly reports of subsidies earned, audit report
and related correspondence. A new f i l e for each f a c i l i t y is developed for each f isca l year.

7 . RECORD SERIES FORUAT(S)

D LETTER S I Z E • MICROFILM

'LEGAL S I Z E O COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

WALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

Q GEOGRAPHICAL

• OTHER(SPECIFY)

9. VOLUME

F̂ ILE DRAWER! S)
O MICROFILM REEL(S]

1 Q COMPUTER TAPE( S )
HUMBKn a OTHERJSPECIFY)

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)

I 0 MICROFILM REEL(S)
NUMBER D COMPUTER TAPE( S )

: O ftTHFB(spcrrrv)

It . FILE IS USED

• DAILY a WEEKLY q/uaMONTHLY

12. FILE BECOMES INACTIVE AFTER,
a MONTH(S) O^YEAR(S)

13. CURRENT LOCATION(S) ( BLDG ., FLOOR . ROOM)

301 W. Preston Street
Room 1004 /

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YKS, SPECIFY /.OENCY OR OFFICE)
° YES CNO

IS. ACCESS RESTRICTIONS • YES « NO
(IF m , CITK LA*(S) «" RKOULATI ON ( S)

16 . AUDIT REQUIREMENTS

P^NONE O STATE • FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDt (|F YK«.EXPLAIN
BRIBFLY AKD DESCRIBE ANY HARDBARK/8OFTWARK )

a YES o NO

1 8 . RECOMMENDED RETENTION

Retain for 5 days then destroy.

I t . NAME AND TITLE OF PREPARER

Maralyn W. Washington

2 0 . TELEPHONE NUMBER

225-1118

21 . DATE

4/19/90

DCS 3S0-4 (REVISED 2/87)


